JENNETH A. MESA
0313 Calumpang Binangonan Rizal

Tel. no. 2894106 / 09263222254

Email add. jenneth_mesa19@yahoo.com

Career Objectives

To obtain a challenging and responsible position in your company that will fully utilize my abilities.To have experience and to attain a position where there is opportunity to gain personal development and to be a valued member of a business organization in its quest for service excellent

Date of Birth

: June 11, 1982

Birth Place 

: Binangonan

Height


: 5’1

Weight


: 110 lbs.

Civil Status

: Single

Nationality

: Filipino

In case of emergency, please contact Jess Mesa (Father) at 2894106

Educational Background

1998 – 2002

JOSE RIZAL UNIVERSITY



Bachelor of Commercial Science




COMPUTER SCIENCE




Shaw Boulevard Mandaluyong City

1994 – 1998

Vicente Madrigal National High School




Binangonan Rizal

1988 – 1994 

Calumpang Elementary School




Binangonan Rizal

Working Experience

Position
: MIS staff / General Clerk
Company
: Promark Industries (MOSSIMO Phils.)
Period

: July 2006 - present
Job duties / Achievements
· consolidate sales of all outlet including provincial area
· monitor inventory

· monitor sales per category / per date

· create monthly report and sales report

· performed detailed requirements of all outlet

· other function that may be assigned from time to time

· general administrative involve in encoding of daily delivery

Position
: Merchandising Clerk

Company
: Promark Industries (MOSSIMO Phils.)
Period

: February 2004 – March 2005
Job duties / Achievements

· key in necessary data to process information

· generate reports of SSR, sell – thru and inventory of all outlet including warehouse

· retrieve, confirm and update data in storage

· provide secretarial services to the department

· create monthly report 

· encode daily sales of corner store

Position
:
 Admin personnel / Encoder
Company
: 
 Leenor Fashion and Trading Enterprises
Period

: 
 July 2002 – December 2002
Job duties / Achievements

· a fastest garment of government uniform

· process the information of each client

· direct communicate to the client

· coordinates with suppliers and customers regarding deliveries and repairs

· encode the sizes per person

· provide billing statement

· assist follow up call of the client

Position
:
 Secretary / on the job training
Company
: 
 Department of Education
Period

: 
 November 2001 – February 2002
Job duties / Achievements

· Perform routine clerical and administrative functions such as drafting correspondence, scheduling appointments, organizing and maintaining paper and electronic files, or providing information to callers or visitors 

CHARACTER REFERENCES UPON REQUEST.

